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WAP Online Workflow

Client Intake

Customers apply for Wx.
Required information and
documents are completed to
\ determine eligibility and priority. /=

Energy Audit

Reporting "
. An energy audit is scheduled
Ag]e_nqles and Program and performed. Audit Info and
A mlnlstgators report on Priority Audit/Wx screens are
perrormance. completed, including
( \ recommended measures.
Quality Assurance
Jobs are selected for Monitoring, and Work Order
monitors inspect and pass jobs. If job W
; I ork order(s) are created and
or measures fail, Agencies issue submitted to crews/subcontractors.

callback work orders and follow them
through the workflow process.

Change Audit

Payments Changes to the original dit
.. anges to the original energy audi
Program Administrators process g d g d K 3y
payments. are entered and tracked.
- ) Install
In\{0|cmg - ~ Measures are installed.
b Agenmes(_rque_st i Inspection Crews/subcontractors submit job
reimbursement (invoicing direct .. : ; inovices and installation records are
: Lo Agencies inspect and pass jobs, or fail
job costs and indirect charges). measures and send callbacks to the L created.
/| crew/subcontractor for correction, then
\ re-inspect. )
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General Enhancements

Vendor Licenses

» New system check - vendors with expired licenses go to State Approval
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Client Intake

Client Information

*Primary Heating-very important to be able to complete the energy consumption.

Energy Consumption

*Formerly Fuel Usage
*New fields to break down usage by Heating, Cooling, DHW and Baseload
Directly related to Heating and Cooling, DHW and Lighting-Our area-H-41%, C-7%,

*DHW-17% and Baseload-35%,
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Energy Consumption Information

Note: To be able to replace or repair a unit, you will need to put heating and cooling usage, even if the heating is mainly gas. | have an excel
spreadsheet where all you have to do is input the KWH for month and it will do all the calculations for you. Then you just input in Hancock.

KWH X12 17% 7% 35%
1619 19428 3302.76 1359.96 6799.8
Utility Usage | .
Ltility
HEAT Enterprise Account Mo | 25632-54215 [ IMo Accounss
HOME Date [oaiazois |29
v CLIENT Im:'KE M A TRAINING UPGRADE
Client | o ame an Account | Same Mame
Energy Consumption Utility Allowancs [ |
Farmihy
Income
() Annual Energy Usage | 30.182.00 | Kwh (") Monthly Energy Usage
Dacuments.
Ei t Warificati
- WAP meiymen - + Heating Usage | 1.00 [Kwh | OHW Usage | 5253.41 |Kwh
Client Job List « Cooling Usage | 1230041 [Kwh + Baseload Usage | 12137.18 |[Kwh
Audit Informati
Prior HMT_E o Fuel Usage for Heating is in use
L1 J Fuel Usage for Cooling is in use

== == indicates ired field

» WEATHERIZATION * INCICALES & requl

F BASELOAD Mate:

b HOT WATER Account number is reguired, if no account number is available then check the Mo Account # checkbax.

F WORK ORDER . . . . .
Ugload Phota Annual energy usage field requires the amount of fuel used in the appropriate fuel unit. Gallons for Oil, CCF for Matural Gas, tons for

plaa coal, gallons for kerosene. cords for wood., gallans for propane. kwh far electricity.

Save Cancel Save & Close

e
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Energy Consumption Information

This screen is Natural Gas. Note there is a question mark at the right side of the screen, under the logout button that is a help screen.

Logout

o e e —

Liility Gity of Douglas (MG =

Account Mo | 162345 || |Mo Accouns

Date [08014i2015 [

MNarme an Account TRAIMIMG UPGRADE ¥ Same Mame

LUility Allowance | 0,00

(®) Annual Energy Usage | TOO.00 | CCF ("1 Manthly Energy Usage

+ Heating Usage | 700.00 jCCF DHW Usage | ICCF

Fuel Usage for Heating is in use
Fuel Usage for DHW has been assigned

* indicates a required field
Naote:

Account number is reguired, if no account number is available then check the Mo Account # checkbox.

Annual energy usage field requires the amount of fuel used in the approprate fuel unit. Gallons for Oil, CCF for Matural Gas, tons for
coal. gallons for kerosene, cords for wood. gallons for propane. kwh for electricity.

1
SauE Cancel Save & Close
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Audit Enhancements

Audit Information

* New Weather Location Fields

* House Dimensions — Sqg. Ft and Cu. Ft

Export Job

« Client and Job information can be exported to a printable Excel

spreadsheet
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Audit Information

Click on audit information on left of screen

kudit Information Screen

If you hover over the clients name it will have a box with Priority
eligibility, Client#, Address and job number. There should be an excelicon that you can click on and it will transferto
excelspreadsheet

Site Assessment

First Nama TRAINING Last Name: UPGRADE
WA Priority 3 Agancy CONCERTED SERVICES INC
Job Number* 368308500 | Auditor® | OHMATHAN STRICKLAND| = |
Job Type Weatherization \# Job Status* | dupdited 1=
Assassmant Date | 0B142015 | Feweather. Dan | |
Complete Date  Mone Fumace Tech  |— £}
At Type

Reweatherization Need Approval

Derued

Nearest Weather Location

State | Geornia |E Locaton Savannah 3]

House Information

Housa Type* Winad Frame Home with Crawl Space and Open Joist Ame |
DHW Heating Elestric 2

Basement Type Crawl Space | Knob&Tube

# of Smokers&Pats Asbesios

# of Weodstoves Lead Paint

# of Fireplaces Maisture Problems

# of Unventad Heaters Voo

# of Bedrooms: 3 " [Built before 1879

Year Built® 1863
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Audit Information

Historic Preservation Review

Historic Preservation Status e = 108 Activities | J PA Work Scope
Air Leakage

Lecation | Uiniform 1| Shiglding | Normal 1% Leakage | Momal |
House Dimensions

Firgd Floos SF 1,750

Total SF 1,750

Total Heated Volurne 14,000
= indicates & requined field

Save Energy Aot Eligbile Letter Dt Lstter

-
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Sample sheet for your surveyor’s to complete. We don’t have basements down here, so | didn’t put it on my sheet.

PRIORITY AUDIT

NAME OF CLIENT:

DATE: AUDITOR:

HOUSE TYPE:

WOOD FRAME HOME W/CRAWL SPACE & OPEN JOIST ATTIC

WOOD FRAME HOME W/SLAB FOUNDATION & OPEN JOIST ATTIC-———--—-

WOOD FRAME HOME W/POST FOUNDATION & OPEN JOIST ATTIC-————

BLOCK, CONCRETE OR LOG HOME W/SLAB FOUNDATION & OPEN JOIST ATTIC-—

MOBILE HOME W/POST FOUNDATION.

DHW HEATING: # OF SMOKERS & PETS———
NATURAL GAS-— #OF WOOD STOVES-—
PROPANE-—--— # OF FIREPLACES:

ELECTRIC- # OF UNVENTED HEATERS-————----
OTHER - #OF BEDROOMS.

BASEMENT TYPE: KNOB & TUBE-----—---~
CRAWLSPACE-—

SLAB—

MOISTURE PROBLEMS-———-

BUILT BEFORE 1979----

AIRLEAKAGE: HOUSE DIMENSIONS

LOCATION: 1STFLOOR  2ND FLOOR
LENGTH
WIDTH

UNIFORM------- HEIGHT

SHEILDING:

PROTECTED------

LEAKAGE:

SMALL CRACKS—
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Choose Priority Audit on Left of screen. On top of page chose Priority group and chose one from drop down (site built, mobile home and
other measures). Then chose Priority drop down and chose priority item that fits your measure. This one | chose Air Sealing/Heat Waste.
When this screen opens you will need to insert Target CFM50 ( | use 2500). If you forget to put this you will receive an error message stating
(Target CFM50 must be greater than zero). Then you can click on select measure tab, then the round green circle with + in it. Now you can

w WAP
Client Job List
Audit Information
Selected Measures
F WEATHERIZATION
¢ BASELOAD
 HOT WATER
» WORK ORDER
Upload Photo:

add measures.

Priarity Group | |%, Prionty | | ¥ |

Pre-test/Post-test

[t SH-Air Sealing/Heat Wast=

(1 5H-Health and Safety

2 SH-Attic Insulation

3 5H-5Sidewall Insulafion

4 5H-Smart Thermostat

5 SH-Compact Fluorescant Lamps
@ 5H-5eal and Insulate Ducts

T SH-Floor Insulation

Target CFMED™ |
Pre-test

2500.00|  CFMS0 Reduction

= indicates a required field

Cless Print Wiew Photn Uplead Phato

<
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Heating and Cooling Dashboard

Don’t forget to use your help question symbol. For Priority, chose heating and cooling and then click on
heating/cooling dashboard. To add a measure hit the add button at the bottom.

Priarity Group | Mobile: Home |% Prionty | & MH-Heating and Coofing | ¥ |

HeatingfCaoling Dashbeard

t There are no records available. t

Heating/Cooling Systems

Achio

» F Heating 1 73% AFLE (15%) T3% AFLE [15%)

LY | Cooling 1 14.42 SEER (35%) 14 43 SEER (35%)
i ' 14.43 SEER 14.43 SEER.

“* F Hzating Cooling 1 & HEPF (100%) (100%) & HSPF [100%) (100%)
Toial 115% 185% 115% 185%

Records: 1-3of 3
Cumulatrve Usage Ratio for each section must equal 100 percent

Distribution Systems

albile

% Distribution 1 03% p3%  YES YES

Records: 1-1of 1
At least one HeatingCooling system is present that is not associated with any Distribution system.

El e Yo
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If none of the little round dots is filled in, that usually means you need to go back to your energy consumption tab and set the
percentages. Then you can go back and add system. You will need to choose existing system because there isn’t any measures
setup for NEW. You will need to add HVAC system information to be able to input measures for the zonal distribution system.

Zonal Distribution System

Existing Heating System Mew Heating System

Existing Cooling System Mew Cooling System

Existing Heating&Cooling System Maw Heating&Cooling Systerm

rds, Heating records, Heating&Cooling records can't be added sincs the energy
ption screen is incomplete. Please add the utility recards and the annual fuel consumption on
gy Consumption page. Make sure the total annual fuel consumption is broken up amang the
appliancas.
Zonal Distnibution System cannot be added without Heating or Cooling system. Please add Heating,
Coaling or Heating&Cooling System first

Important Message
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Existing Heating and Cooling System

Don’t choose Heat Pump, it will not give you measures to choose from.

Existing Heating&Cooling System ~
Systermn Mame* | Heating Cooling 1 | — Heating — Cooling ——
Litility™ | Georgia Power - Atlanta (f # Usage Ratio” | 100 % Usage Ratio® —
By=tem Type* | Heat Pump | % Heating Output | (BTUHour) Cooling Cwiput | NETUW Howr)
Typs® | Electric |asy HSPF | &| SEER | 14.5|(14.43)
EE:T Aget [ 1] Heat Rise [ I*F Fiemaved
Select Measure
b replacs heat purng 4,500 1 1

(4] Records: 1 - 10f 1

Post Value

— Heating — Cooling ———

Usage Ratio* [ 100 P Usags Ratio* [ 100 P

geu;::-lr:u | [{BETUHour) Cooling Cutput | [{ETUHour)
- | 8 SEER [ 1443

Systemn Comment

= indicates & required field

Important Message
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SEER/HSPF

+ SEER (Seasonal Encrgy Efficiency Ratio)
SEER is the measure of efficiency by which the cooling process of air conditioners and
heat pumps is rated. The higher the SEER number, the greater the efficiency, which
yields greater energy savings, The SEER is defined as the tolal coolng output (in British
thermal units or Biu) provided by the unit during its normal anmeal usage period divided
by its total energy input (in watt-hours) during the same period. For cooling products soalid
on the market today, the government requires a minimum SZER rating of 13.0. but if you
have an older picce of cooling equipment, you may be openiting with a SEER rating as
low as §.0...which means that you'rc wasting a ot of energy and money. Consider this:
fior every $100 you pay to cool your home this summer at an 8.0 SEER, you would get
the same amount of cooling AND save $42 if you were operating at 14.0 SEER.

= HSPF (Heating Seasonal Performance Factor)
HSPF iz the measurement used to gauge the heating efficiency of heat pumps. (A heat
pump’s cooling efficicncy is measured by its SEER), The higher the HSPF number, the
greater the efficiency and cost-savings HSPF is a seasonal measure (meaning that it takes
into account the fact that the heat pumps rarely for as long 88 is optimal during Spring
and Fally, HSPF can be thought of as the “averaged factor™ ior an entire heating seasomn,
HEPF s calculated by taking the total annual heating requirements, inchiding all energy
inputs (defrost and back-up heating energy included) divided by the total elecinic power
used, The industry standard ratmg system compares BTUs of heat outpat to watts of
electrical energy consumed. There are 3.4 BTUs per wait of electricity; an HSPF of 6.8
corresponds roughly with an averaged factor of 2. Today’s models of heat pumps are
required to have a minimum 6.8 HSPF. Newer heat pumps manufactured after 2005 are
required to have an HEPF of at least 7.7, The most efficient heat pumps have an HSPF of
1M,

. ord Important Message
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Cooling System

Note: The usage ratio between the Heating and Cooling system has to equal 100%.
My cooling is 85% and if you look at the next slide you will see my heating is 15% usage ratio.

Existing Cooling System

Syst=m Mams* | Gooling 1 |

LUility* Georgia Power - Atlanta (Elec ¥ Usage Ratio® | 85 % Coaling Cutput | |{BTUMHour)
System Typs* Central Air AC z SEER* | 145 (14.43)

Type* Electric Systemn Age (years)' | 1] Remaved

Select Measure

There are no records available.

€Y  Records:0-00f0

Post Value
Usage Raic* |  85f% Coolfing Output | JETUHour) SEER* | 1443

System Comment

= indicates a required fiald

D e e e r—— r———
ey
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Heating System

Exizting Heating System
System Mame* | Heating 1 |

LHility™ Gityof Douglas (MG + lsage Ratig* | 15% Heating Cutput | (BT Hgur)
System Type* FHA = Heat Rise | |*F Efficiency™ | 80 [% (AFUE: 73 %)
Type® Electronic |gnition % Remaved
Select Meazure

b Clean & Tune 250 1

€  Records 1-1of1

Post Value
Paost Efficiency™ | 80| % (AFUE-73 %)  Usage Ratic® | 15 e Heating Qutput [ETUHour)
System Comment

* indicates a ﬂired field
—-ccs

rord Important Message
Hancock Software*




AFUE

= AFUE (Average Fuel Utilization Efficiency)
AFUE 15 the standard measurement of efficiency for gas and oil-fired furnaces. Given in
percentages, this number tells you how much of your fiel is used to heat your home and
how much fuel is wasted. The higher the AFUE rating, the greater the efficiency. Ifa
furnace has a rating of 80% AFUE rating, the furnace converts 80% of the foel that you
supply to heat — the other 20% is lost out of the chimney, The most efficient furnaces in
the industry have AFUE ratings of up to 96, 7%.1f vou have an obder furnace (with an
AFUE of approximately 60%), you could save up to 40% on your heating bills by
replacing it with a new high efficiency furnace! The cost to replace your old, inefficient
furnace is paid back through lower utility bills,
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Audit Enhancements

Zonal Distribution

« Combination distribution system support

— Heating and Cooling systems can share a single distribution system

« BPI Distribution System Characteristics support including:

— Quantity, Percent within Envelope, Duct Leakage, Duct Insulation
(outside envelope)

— Pre-Efficiency is automatically calculated based on BPI Duct
Efficiency Tables

« ASHRAE 152-04 Support

— Record CFM Supply and Return test results (Pressure Pan testing)

Important Message
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Please click on add button on the bottom of screen to add Zonal Distribution. Once you do that
the second screen will appear, click on zonal distribution system.

Heating/Cooling Systems

~ P Hesting 1 7% AFUE (15%) 73% AFUE [15%)

NPT Cooling 1 14.43 SEER (35%) 14 43 SEER (35%)
) ) 14.43 SEER 14.43 SEER

A\ Heating Coaling 1 & HEPF (100%) (100%) & HEPF (100%) 100%)
Total 115% 185% 115% 185%

Records: 1-3of 3

Cumulztve Usage Ratio for esch section must equsl 100 percent
Distribution Systems

%~ Distribution 1 3% 3% YES YES

Records: 1-1of1
At least one Heating/Cooling system is present that is not associated with any Distribution system.
Oase B Add | Thermostat Settings | Print | View Photo B Upload Photo Zanal Distribution System
Existing Heating Mewr Heating System

Existing Cooling System Mew Cooling Systern

Existing Heating&Cooling System Mew Heating&Cooling System

Cooling records, Heating records. Heating&Cooling records can't be added since the energy
‘consumption screen is incomplete. Please add the wtility records and the annual fuel consumption on
the Energy Consumption page. Make sure the total annual fusl consumption is broken up amang the
house's appliances.

Zonal Distribution System cannot be added without Heating or Cooling system. Pleass add Heating,
Caaling or Heating&Cooling System first.
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Zonal Distribution

You will have to complete all information with red asterisks and then click on + button to add

measures.
Duct Efficiency Model: - BPI1 _ ASHRAE 15204
Existing Distribution System
System Name* | Distribution 1 | Quantty™ 50| (Ft)
Family Type Singlz Family Percent Within Envelops® | Greater than 80% £
System Typ=" | Ducts || DwctlLeakags® | Mo observable leaks |
Efficizncy™ | 93| % DCruct Insulation |R-4 1o R-7 |

(outside envelope)

Select Measure

“ 0 Druct Sealing 50.00 1

Records: 1-1of 1

Post Value
Post Efficiency® B3| =
This distribution system is used by: System Comment
T
e ———————

+ Heating 1

+ Cooling 1

Heating Cooling 1

Ekhar 1 Healing, 1 Cooling 1 Healing & 1 Cooling o 1 Heat Pumsp sysien man e associaled with & Disiriboion sysiem
= indicates a uired field

Save Cancel
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This is the screen for adding duct sealing or duct work.

I Existing Distribution System

Air seal air handler and plenum System Name" | Distribution 1
Dt Insulation R-11 Wiap Family Type Single Family
Dusct F'I'ESE-IJI'E Balancing System Type* |insulated pipes
! Efficiency™ £
Dt Sealing I 2|
HS5-Install Ductwork:
Pipe Thawing
PO-Install Ductwork
Repair registers and retumns Cuct Sealing 1

Dzt Sealing 1

€  FRecomds:1-20f2

Post Value
Post Efficiency® | Bz| %

This distribution system is used by:

Heating 1

Elhar 1 Heating, 1 Cooling, 1 Healing £ 1 Cocling o 1 Heat Pump sysiemn an be assocaled with o Disfriboion system

= indicates a required field

; Important Message
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Once you hit save on this page, you may receive this message, if so just click on box next to Heating 1 at bottom of screen and
then hit save again.

|qJ At least one Heating or Cooling system must be igted with & Distribution system

Existing Distribution System
System MNams* | Distributicn 1
Family Type Single Family
System Typ=* |insulated pipes
Efficizncy™ | az %

I ————————————————————————————————————————_—_—_—_—
“ 0 Cuct Sealing 1

“ 0 [Cwuct Sealing 1

€  Records:1-2cf2

Post Value
Post Efficiency™ | B2 %

This distribution system is used by:

Heating 1

Elhar 1 Haating, 1 Coolng, 1 Heating & 1 Coning of 1 Heatl PUTp Sysiem tn b asso0aied with 3 Disrbuson sysiem

Important Message
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Domestic Hot Water Screen

There are no records available.

Name* Utility” | | ﬁzﬂg | E—
Siza (gallons]* PreEF* | | Eréﬂn | I—
Temperature {*

H,_G Inlet Temp 7420 °F Pre Usage Post Usage

Comment

Measure

Name | Cost Quantity | |
Post EF

Comment

= indicates & required fizld

[ @ Records0-00f0

ol Important Message
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Domestic Hot Water Heater

Ratio gallon:
There are no records available.

There are no records available.

Measurs® :I ﬁ
Unit Cost™ Adjust water heater thermostat 120°
) Adjust water heater thermostat 120° ]
Taotal Material Cost HS_Raplace DHW Tank
Comment HS_Retro Water Heater Blankst
HS_Retro-Insulate & Hot & Cold water lines
HS-Water Heater Vent
Low-flow showerhead
PO_Replace DHW Tank W

PO-Insulate & Hot & Cold water lines

Additional Information
Saving % Install Date =

= indicates a required field

1@  Records:0-00f0
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Hancock Software*®

When you first open your Hancock, this page will come up first, here are the names and phone numbers of persons who can help you with questions

and if they can’t, they will let you know and then you can call Alfreda for help.

Hancock Software”

HEAT Enterprise

w CLIENT
Add Client
Client List
Multifarmily List

w JOB
Client Status Report
Job Process Report
Job List

» WORKFLOW

w VENDOR/CREW
WendorCrev List
Personnel

w INVOICING
Inwoice List
Wiew Inwoice

w REPORTING
Budget Balance
Adjust Budget

Preduction And Job Cost

District Reparts
Systern Reports
Wage Approval

w ARRA
ARRA Survey Reporis
ARRA Subrecipient
Rariniants (LR R17

Program Motice: Due to new
reporting reguirements from DHS,
GEFA will require all applicants (last

Hancock Software's Georgia WAP Onfine Version 5

May 30, 2014 Update:
***As of May 1. 2013 GEFA will be providing all Help Desk suppart for agencies (per the bulletin posted on March 24, 2013). [fyou |

Teresa Lewis

Conceried Services, Inc.
912-235-30385
tlewis@ooncertedsenices org

Sharonda Ladd

West Central

478-472-3809
sharondawcgi@windstream.net

Tracy Brown

Tallatoona Community Action
A78-721-8391 Ext 109
tracybi@tallatoonacap.org

BEST-PRACTICE

\When contacting Super-Users or GEFA for software help, please include the follawing information:

- The client, job or invaice # you are having a problem wath

- The screen name where the problem is encountered

- A description of what you were frying to do

- A description of the problem (if the problem is related to an error message you receive, please pravide the full 2mror messags)
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The total cost is a way to check to see if you are
balanced for that client.

— LuL e 2wt
HEAT Enterprise Other Measure 1 20203 0.00 20203 o D4IBONNE
OTIE 3 Infiltratian 1 7R A4 0.00 7R AL DHEHHEZME  pasiznte
w CLIENT INTAKE
) DOE REG 2015-
S ks Infiltration 1 116.34 0.00 116.34 e 04128201
Energy Consurmption ) DHS-HHS 2015
— ks Infiltration 1 48.49 0.00 48.49 e 04128201
Incame -
Infiltration 1 363 66 0.00 36356 DOBRBG My oaznie
Documents 206
Employment Yetification nsulate X DOE REG 2015-
wap Infiltration 1 20203 0.00 20203 e O4i28201E
Ottt (L =19 Attic 1 1 727.35 0.00 T27.35 DHE-HHE 205 gy seyant e
Audit Information 2016
Priority Audit Tent Interior Lighting 1 4522 0.00 4522 DOE REG 220011% 0472681201
) WEATHERIZATION pter Hat ¥Water 1 105.05 .00 10505 DOE REG %”Jfé 04728201 €
» BASELOAD
» HOT WATER relaior et Measurs 1 1,200 000 1,200.00 DHS'HHSJQ”J% 047287201 £
» WORK ORDER .
Upload Photo reLabor  oier measure 1 1,200 0.00 1,200.00 DOE REG 2200115(5 04(26/201€
4 »
1 Total Cost §,773.92
Funding Source | | % Inspection Date | |3
1: This value has been amended
VMW_
e . Try our mobile Energy
I“ﬂ Hancock Software
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« From the funding source for each item, choose the contract that you want
charged for that item from the drop down box.

Then click “save.”

Inspection Date 0452812016
Funding Source DOE REG 2015-2016 <:
Comment

# indicates a required field

Weatherstripfinsulate

Attic hatch Infiltration 1 202.03

r Important Message
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{ b
Total Cost 417592

Funding Source | ¥ Inspection Date | @

1: This value has been amended
Work Order & Print Report

‘Fl " Try our mobile Energy Audit
11| Hancock Software’

() Copyrgtt 2007-2016 Hancack Software all rghts resenved (version: 8.1.A0.17 (G002
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HOME
w CLIENT INTAKE
Client Infarmation
Energy Consumption
Family
Income
Documents
Emplayment Verification
vWAP
Client Joh List
Audit Information
Priarity Audit
Selected Measures
} WEATHERIZATION
p BASELOAD
p HOTWATER
w WORK ORDER

Inspection
Upload Photo

Agency Tallatoona CAP, Inc. [¥
Work Order Date | 50| 70
Yendor \ [¥| | Search |

JOHN

ANDERSON
v P 115970441 032972016 Inspected Kawana Walker HEAT AND 577382 Mo Tracy Braown

AR

Containg ¥ | Equal To [¥|  |Cortaing |¥  |Containg [¥] |Equal Td¥| | Contains [¥
| | | ¥ || | | L2 |

Recards:1-10f1-Pages: 3¢ ¢ 1 » soqautai)]___ |© 0O 9%

H Hancock Software *
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* Under work
order, put the

Jab Mumber 119970441 Client Mumber 113370441 Client Mame Kawana Walker Callback
:>Wurk Order Date®  |03/29/2018  |54]" paheduled Date | [Fo TametorM 2450
work order Comment | |
date and then .
Attic Airsealing iﬂgi&NDERSON HEAT 1.00 776640000 0.00 776
Choose from Blown in FG R-19 iﬂgi&NDERSON IRISAr 1.00 727350000 0.00 77,
th e I Ist Of Caulking cracks iﬁg"i&“DERSON HEAT 1.00 116.340000 0.00 115,
vendors that Caulking cracks A DERSON HEAT 1.00 48.490000 0.00 18,
are app | ica b | e FL Replacement iﬁg"i&“DERSON HEAT 1.00 45220000 0.00 45,
JOHM ANDERSON HEAT
Door Sweeps 1.00 363.660000 0.00 383
at the bottom AND AR
PO-Contractor's Labar Only | OHM ANDERBON HEAT 1.00 1200.000000 0.00 1,200. &
of the screen. « ;
Print Options
| +|Include Costs | Phaotos | Sortwyark Order by Priority | | Include Air Infiltration informatiun‘
* indicates a required field
T
Cancel Print E-Mail

- Important Message
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HEAT Enterprise
HOME Agency | Tallatoona CAP, Inc. 2
w CLIENT INTAKE
Contact ¥| Install Date -
Client Information ‘ B l lﬁ l lﬁ :
Energy Consumption vendor | ¥ eSezihy
Farnily
Incame
Documents
Employment Verification
vWP & P ANDERSON
Client Job List HEAT AND AIR
Audit Information
Priotty Audit | Contains [¥] |Equal Ta |%| |Contains |¥|  [Containg [3#] |Equal To |3
24 -2
Selected Measures l l l B || l l —
P WEATHERIZATION J | Retordsii-1ofi-Pages: ¢ ¢ 1 5 sequterh |Q - )
» BASELOAD
p HOT WATER
+ WORK ORDER

Work Qrder
| jon

Inspection
Upload Phota

JOHN

119970441 04282016 Inspected Kawana Walker 577392 Mo

— Try our mobile Energy Audit
\}‘ﬂ Hancock Software’ e : -

rord Important Message
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e Enter the install date.

Installation Details
AT
| Information m

Job Mumber 119870441 Client Mumber 119870441 Client Mame kawana Walker Callback
Yendor JOHMN ARDERSON HEAT AND AIR

Agency Tallatoona CAP, Inc.

Work Crder Date 03292016

Caomment

[———"installation Date* | 042812016 o
# indicates a required field

Wiew Photo Upload Phota

Important Message



TYCILVITIE LIV

m Hancock Software® epatting requirernents from DHS,

GEFA will require all applicants {last

Lagaout
HEAT Enterprise | 0NGETHONNGHEGEAK S50
HOME
w CLIENT INTAKE
Inspector ¥/| Ingpection Date -
Client Infarmatian # l B ! l lﬁ l lﬁ .
Energy Consumption vendor | Rl Search |
Family
Income
Documents ’ . " o
Employment Verification Mmount(:
JOHN
v ANDERSON
Client Job List A\ 19970441 04282018 Inspected Kawana Walker 577382  No Mo HEAT AND
Audit Infarmation AR
Freryut Contai ¥ Equal T ¥| |Contains [¥| | Containg |¥] Equal To|¥|  |Equal To| ¥
Selected Measures |Containg B |Equal To [¥|  [Contains |¥[ | Containg |¥] [Equal To|¥|  |Egual To| ¥
) WEATHERIZATION ' | | ¥l || | | ¥ | ¥

» BASELOAD Records:1-10f1-Pages: €€ ¢ 1 2 seqoutort) |© ‘® B
b HOT WATER \

Agency | Tallatoona CAR, Inc. ¥

3
wWORK ORDER
Wark Order
Installation

1: This value has been amended

q { tion
pload Phot

— Try our mobile Energy Audit
‘}*ﬂ Hancock Software’

opyright 2007-2 vare all rights

- Important Message
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Enter the

f Inspection Detail "'M

scheduled
inspector from

the drop down =
box.

Then enter in
the final
inspection
date.

Camment

Job Mumber 118870441 Client Mumber 119970441 Client Mame
Yandor JOHK AMDERSON HEAT AMD AlR: Work Order Date
Agency Tallatoona CAP, Inc. Install Date

Schedule Inspecta®  Donnie Ford => Date

#indicates a required field

Cancel Agency OC Form Entire Job Agency QC Farm

Kawana YWalker
0312812016
0412812016
0412812016

Callback

Hancock Software
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At the top of “measure” screen you will see pass or fail. Choose pass and then click set and the click save at
bottom of page.

Inspection Detail Measure )

Record Status of All Mezsures || e set ) - A
- ] I 3 In 3
- iE Pass 1 310.3 0 310.30 1 310.3
% Cs 1 58T 0 5.87 1 58T
. CF 1 15.04 0 15.94 1 15.94
Lo
- e 1 358 0 3.58 1 3.58
“ ﬁ;@g‘g . 1 313 0 3130 1 3.3
“ £ iter Heater 1 18.26 0 10.28 1 10.28
Replace broken
. alags 1 4093 0 40.93 1 w08
- Replace faucet . noaa " naa . naa
€ >
= indicates a required field W
e . - n

Save | Cancel | Save B Cose | Agency GC Forn 8 Entire Job Agency QC Foem

Hancock Software* ~ Important Message




HEAT Enterprise

HOME

w CLIENT
Add Client
Client List
hultifarmily List

v JOB
Client Status Report
Job Process Report
Job List

p WORKFLOW

Joh Assignment

v VENDOR/CREW
WendonCrew List
Personnel

v INVOICING

Wiew [nvoice

v REPORTING
Budget Balance
Adjust Budget
Praduction And Joh
Cost
District Reports
Systern Reports
DOE Reparts
Wage Approval

Now you are ready to start the invoicing process.

-

Humber Source

= P 08288 Submited Tallatoona CAP In. 17,671.96 14,897.14 32,388.10  Multiple D4/30/2016
& P 08273 Submited Tallatoona CAP Inc. 18,735,680 18,202.93 3703853 Multiple 04/30/2016
& v AP 08209 Paid Tallatoona CAP, Int. 25,010.46 1751104 4252150 Multiple 02202016 C
= L WY 08178 Paid Tallatoona CAP, Int. 3045701 18,274.43 4973144 Multiple oEaE o
= LY 08148 Paid Tallatoona CAP, Int. 36,489.33 26,234 56 B272389  Multiple 13015 O
= A 08105 Paid Tallatoona CAP Inc. 2343207 28,630.34 5306241 Multiple neoems O
= A 08058 Paid Tallatoona CAP Inc. 18.217.41 18,73360 3895001 Multiple 0832015 1
E| P 08014 Paid Tallatoona CAP Inc. 24,740.27 20,132.45 4487272 Multiple 08NS
& P 07970 Paid Tallatoona CAP Inc. 42,956.09 21,851 41 B4,60949  Multiple o
= P 07933 Paid Tallatoona CAP Inc. 1,118.52 535815 17,07667  Multiple DBRI0E  C
Recards: 1- 100783 Pages: €€ € 1]2(3[4]5 » *2(outai®)] | (4]

4 ]

1: This value has heen amended
i

Invnice Date™ | 06/05(201 6

*indicates a required field

]

Subrmit ) ¢ Detailed Invaice

Logout

&

Hancock Software
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Click on the plus sign to add a new invoice.

ADD INVOICE

Creating Imoice Number 08327
Agency Tallatoana CAP Inc.
Total Direct Costs (§)  0.00 Total Indirect Costs (§)  0.00 Invaice Total (§) 1.00

Manage Jobs on Invoice (Direct Costs)
Actions JohNumber — First Hame Last Name Address Funding Source  Confract Year

JohCost($)  TotalCost($)  Photo

Thete are no tecords availahle.

Recards: 0- 0of0 0

-+ Important Message




Under “end date” put the month in that you are claiming.
Do not choose funding source, this way it will include all funding sources used.

Add Jobs

|:>En|:|Date | DRIDAI2016 @0 Job Nurber | - Funding Source | ¥
FirstName | | LastName | - Sireet | 4} |
Contract Year" | 2013 | - Searth )

*Indicates a required field

Agency Tallatoona GAR Inc.
| BelectAl

iction — Job Numbe irst Name ast Hame iiire b Ca ntal C

There are no recards availahle,

Records: 0- 0 of (- Pages: €4 € 1 @ @& {outof() @

Yigw Incarnplete Jobs

Important Message
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* Click on search to see a list of clients for the month you are invoicing
for.

* Either select all or check each name individually for those that you
want added for the month claiming.

* Then save

* Once the names are saved it will automatically go back to the
invoicing page.

End Date™ | 0Bf0A201 6 |%E} Job Mumber | | Funding Source | DHS-HHS_2015-2016 | % |
First Mame | | Last Mame | | Street | |
Caontract Year™ | 2013 [ Search |

* indicates a reqguired field

N

Agency Tallatoona CAP, Inc.
| |selectAn

There are na recards available.

Records: 0- 0 of0- Pages: << < 1 % ss@mutorm] | €)
Save m Wiew Incomplete Jobs

Important Message
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* Once you are finished choosing your clients you will then
add your indirect costs.

Indiract Costs on Invoice (expand/contract)

There are no records availahle.

Retords: 0- 0 of g 0

Edit Commment | Comment: i i

*indicates a required fiald

|
Complete & Return to Invoice List | Detailed Invoice | Attach File

Mote:To delete an invoice, please returm to the Invoice List and Select Delete!

Try our mobile Energy Audit

‘H\ Hancock Software’

nyright 2007-2016 Hancock Software all nights reserved (Version: 5.1.10.17 (GOOD422))

rord Important Message
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Indiract Costs on Invoice (expand/contract)

\lll.,

e« Choose each U' There are no recards available.
indirect m@ - _‘ _ | .
: min ACTION - EARTHCENTS REBATE "
Records: - 0 of 0 o
budget type LiabilityInsurance e Enter the ACTION-Pinewond Apariments
that applies Program Supnot . AGLR
from the drop it Comment | Cammen  Ramg Up Aces funding CAFH Calvary Phase |
down box. ¥indicates a required field T source for CAFI—CaIvaw.Phasel
CAFFSHEMANDOAH
 are——————— | contract - ' e
I Complete & Return to Invoice ot _ l CAFFSHM Froj 307110 M -
T yOoU want  :Listand Select Delete!
to charge
these costs
to.
* The Program has been G G
2013
no recards available,
. [ | || |
* Enter in the amount for
the budget type that you
have chosen. Fx.admin
Important Message

Hancock Software




Indirect Costs on Invoice (expand/contract)

* C(Click on detailed invoice to

Admin EDOEEREG W5 g 0143112016 3H721
get your invoice report. e
m 2013 0143172016 18262
2016
Pragram Support ?&%REG 018 gy M08 § 34T 62

e This MUST be signed by the

DHS-HHS_2015-

Adri 2013 0173112016 631.00
Program Manager AND " 1016
Fisca I Ofﬂce r Program Suppart EESE'HHS-QM' 2013 0103152016 1,037.12
Adrin ?Dﬂ'zREG L TE, 0312016 155123
. DOE REG 2014
* It has to be uploaded with ke 2015 s mEize TS
all other documentation PogamSuppot D0SN O 13 013112018 549156
required. Records: 1 - 8 of
Corment:
* See next slide for example + indicates a required field
Of Invoice. L Detailed Invoice ) ¢ Attach File ) ( View Invaice e

i}

Important Message
4l Hancock Software”®




Export Panel: Ib= ll\ &

|:> Invoice Report

Report Created: 6/5/2016

Agency: Tallatoona CAR, Inc. Irvoice Murnber: 08178
Address: PO. Box 1480 Invoice Date: 0173172016
Cartersville30120 Comment;

Contact: Scott Gray
Phane: 770:607-2222
Fai 7704607-2224

Job Summary

Reportable Jobs 5
Rework jobs 0
Cammon Area Jobs 0
Jabs &
Budget Type Summary

Labor Costs $0.00
Program Operations Labor §11,900.00
Program Operations Materials §18,557.01
Install Cost(sub tatal) §30 457.M
Adrmin §5,499.44
Program Support $11.916.30
T/TA §1,858.69
Total Invoice §49,731.44 |

Important Message

H Hancock Software*




Click on the “view
invoice” to get your
budget reports.

These must also be
signed and uploaded
with other required
documentation.

You will have a budget
report for each contract
that you are claiming
expenses for.

See example for budget
reports on next slide.

Indirect Costs on Invoice Iexgandfcontractl

Admin

TITA

Program Support
Admin

Frogram Support
Admin

TITA

Frogram Support

DOE REG 2015
2016

DOE REG 2015
016

DOE REG 2015
016

DHS-HHS_2015-
016

DHS-HHS_2015-
2016

DOE REG 2014-
s

DOE REG 2014-
s

DOE REG 2014-
s

2013

2013

2013

2013

2013

2013

2013

2013

03112016

013112016

01312016

0312016

0312016

0312016

0312016

0113112016

327.2

14282
536762

631,00
1,037.12
1,651.23
167587

5,491.56

.......

Records: 1-80f8

Comment:

*indicates a reguired field

-
[

Datailed Invoica

Aach Fie

U

Hancock Software
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Imvoice Mumber: 03175

Provider, Tallatoona CAP, Inc.

Address: PO, Box 1480
Cartersville GA 30120

Phane: 770-607-2222

Export Panel: E F :—:,

WEATHERIZATION ASSISTANCE PROGRAM

=> REQUEST FOR PAYMENT & STATISTICAL REPORT

Report Created: 6/5/2016

Program Year. 2013
Contact Person: Scott Gray
Repart Date: 0B/05/2016
State: GA

Fay: 770-607-2224

Contract Mo: DOE-EED00E147
Grant; DOE REG 2014-2015

Zip: 30120
E-Mail: scottg@tallatoonacap.org

Previously This Period | Current Year | Current Carry  Previous Carry Contract Total Contract T:;': I:f';:]td
Cost Cateqgory Total Budget = Requested Requested Budget Over Over Advance o Requested To Amount ymi
e o o Remaining . D {Invoice
Amount Amount Remaining Remaining Remaining Date Remaining A

mount)
Adrriin $8.751.24 §7,100.01 $1651.23 $0.00 $0.00 $0.00 $0.00 $0.00 $3.751.24 $0.00 $1651.23
TTA, $3,000.00 §1.32413 §1 67587 $0.00 $0.00 $0.00 $0.00 $0.00 $3,000.00 $0.00 §1 67567
Program Operations Materials $26,171.27 $22422.83 §3.748.44 $0.00 $0.00 $0.00 $0.00 $0.00 §26.171.27 $0.00 $3.748.44
Health & Safety $13641.35 $13641.35 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $13641.35 $0.00 $0.00
Yah & Equip $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
Liability Insurance $3333.34 $3.333.34 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $3.333.34 $0.00 $0.00
Rarnp Up Activities $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
Program Operations Labor §32752.44 $30,402.44 $2,350.00 $0.00 $0.00 $0.00 $0.00 $0.00 §32,752.44 $0.00 $2,350.00
Program Support a6 324.74 $50,833.18 $5.491.56 $0.00 $0.00 $0.00 $0.00 $0.00 56 324.74 $0.00 $5.491.56
Total $143.974.38 $129057.28 143710 $0.00 $0.00 $0.00 $0.00 $0.00 §143974.38 $0.00 §14,917.10

Certification | certify that all expenditures requested above were made in accordance with the contractual agreement with DHCD far administration of the Weatherization Assistance Prograrm.

Hancock Software
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Click on “attach file” to
upload all required
documentation.

After you attach your
files click on
complete and return
to invoice list. Note:
In the Comments put
the month and year
of invoice.

E>Oummant:
E

Admin DOE REG 2015- 2013 0113172016 3TN
2016

TITA DOE REG 2015- 2013 0113172016 18282
2016

Program Support ?EﬁiREG 2015 2013 013172016 5,387 62

Admin DHEHHB_AMS-  5p¢q 01312016 531,00
2016

Program Support ?;%HHSJM& 2013 015112016 03712

Adrmin DOEREG 201 54 0173172016 165123
2015

m ?;iREG A a3 015112016 167587

Program Suppor ?;EREG W g 013172016 549156

Records: 1-8of 8

indicates a required field
r Detailed Invoice. I} Attach File J View Invoice )

Hancock Software
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Attachment List (read onhy)

@ January 2016 GEFA Reporting Forms. pdf

@ January 2016 Combustion Safety Test
Sheets.pdf

@ January 2016 Quality Control

Checklist pdf

Fecords: 1 -3 of 3

Claze

Your screen will show the following options for attachments:

*Browse

*Select

*Upload

*Save

*Close ( once all needed files have been uploaded)

Important Message
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- INVOICING | = = (RN R [ERETE P e e

. . [':1 “ P a07as3 Faid Tallatoona CAPR, Inc.
Wiewy [nvoice
v REPORTING Records; 1- 10 0f83- Pages: €€ ¢ 1234158 » ss(outaf®m] |Q
Budget Balance 4
Adjust Budget 1: This value has been amended
Production And Jak
Cost N g &
| Invoice Date™ | 0R/0A/2016
District Reports > | lﬁ

Systern Reports

DOE Reports :mdmate& reguired field
YWage Approval Submit || Detailed Invaoice |
w ARRA
ARRA Subrecipient k78
Repnr‘tg |Iﬂ] Hﬂn'EOCk SﬂftWﬂI'E'
Fecipients (OMB1512) ™
_— | == = [ o= & | = mal

* Once you have uploaded all required documents you are now ready to submit your
invoice.

* Enter in the last day of the month you are claiming under “ invoice date”
* Click “submit”

Please see next screen for a list of all required monthly documents

Important Message
4l Hancock Software*®




REQUIRED DOCUMENTATION

* GEFA reporting spreadsheet ( new version)
* Include copies of all documentation you are invoicing for.
* Examples: Invoices for Administrative Charges, Subcontractor Expenses, Crew
Labor & Warehouse Inventory (Labor & Material Purchases), T/TA & Liability
Insurance, Program Support.
* Combustion Safety Test Sheets
e Quality Control Checklist
e Signed Copy of Invoice Report
* Request for payment forms (Signed Copy Budget Forms)
* Ledger Report from your accounting system
 NEAT/MHEA Audit Forms

Email GEFA spreadsheet to:
wapinvoices@gefa.ga.gov

Important Message

m Hancock Software*




